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1. O01mme nmoJ1oKeHUst

1.1. Hacrosimee Ilonoxxenne o nopsiake BeAeHUs JUUHBIX Aen padoTHukoB ['bOY
«'ynepmecckas CII um. YV.A. O3namupoBa» (najee — mkosa, o0meoopa3zoBaTenbHas
opraHusanus), pazpadoTraHo B cooTBeTcTBUM ¢ DenepanbHbM 3aKkoHOM Ne 273-D3 ot
29.12.2012 «O6 obpazoBanuu B Poccuiickoit deneparuny», OenepanibHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHalbHBIX JaHHBIX», [Ipukazom PenepasbHOro apXUBHOIO
areirctBa oT 23 gekabps 2009 roma N 76 «O06 yrBepxkaeHuH MeTOAMYECKUX
peKoMeHJanuil 1o pa3pabOTKe MHCTPYKUUU MO JAENONPOU3BOJACTBY B (peAepalbHbIX
opraHax HCIHOJIHUTENbHOM BiacTu», Yka3om llpesunenta ot 30.05.2005 Ne 609 «O6
yTBepkeHnn TlonokeHus 0 MepCcoHaNbHBIX JTaHHBIX T'OCYAApCTBEHHOIO CIY>KalIero
Poccuiickoit ®enepanmu M BEASCHUM €ro JUYHOTO JAena», TpynoBeim Komekcom
Poccuiickoit ®enepanuu, KomnektuBHbiM gorosopoM, ¥YcraBom 'BOY «l'ynepmecckas
CII um. V.A. O3namupoBay (Jajnee — mKkoia, oomeoopa3zoBaTeibHas OpraHu3aius).

1.2. lannoe IlonosxeHnue ornpeaenseT NOpsI0K BEJEHUS JIMYHBIX /1€ TIearoroB u
UHBIX COTPYIHUKOB U paOOTHUKOB IIKOJIbI, OIIPEIEseT NOpAI0K GOPMUPOBAHUS, YUeTa
U XpaHEHHUs, BBIJAYM JIMYHBIX JeJI BO BpPEMEHHOE TMOJb30BaHHE, a TaKkKe
OTBETCTBEHHOCTb, NPaBa PaOOTHUKOB U TUPEKTOPa 00pa30BaTEIHLHON OpraHU3aIHH.

1.3. Hacrosimee IlonoxeHune yTBepxKIaeTcs IMPUKA30M IO IIKOJE U SBISETCS
00s3aTENBHBIM ISl BCEX KATETOPHI Me1arornyeckuX U APyruxX COTPYAHUKOB IITKOJIBI.

1.4. Benenue NMYHBIX AEJ IENArOroB M COTPYAHUKOB IIKOJBI BO3JaraeTcsi Ha
CIIEIHUAIIUCTA 110 KaJpaMm.

1.5. JIuuHO€ 1e0 — OCHOBHOM JOKYMEHT NEPCOHAIBHOTO y4eTa, COACp Kallui
HanOoJiee TIOHBIE CBEICHHS O PAOOTHHKE OOpa30BATCIILHOM OpraHM3allMkl W €ro
TPYIOBOM JEATENbHOCTU. B J1HMYHOE €10 BHOCATCS CBEACHUS, CBS3aHHBIE C
MOCTYIUICHHEM Ha pabOTy U YBOJIbHEHHUEM.

1.6. CBenenusi, copep KaInirecs: B JMYHOM Jielie, OTHOCSATCS K KOH(PHUICHIIMATbHON
uHpOpMaIu, UMEIOT OTPaHUYEHHBIN JOCTYI U pa3rIalleHUIO He MOAJIexKar.

1.7. Jluanoe nenmo BemeTcs B TEUEHUE BCETO Mepruoaa padoTsl pabOTHUKA.

1.8. Benmenue HECKONBKHUX JIMYHBIX JI€J OJHOTO pabOTHUKA 00pa3oBaTEIbHON
OpraHu3alyy He JOIYCKAETCS.

2. Illopsinoxk popMUPOBAHUS JTUYHBIX /IeJI COTPYIHUKOB

2.1. dopmMupoBaHUE  JIMYHOTO  JI€JIa  [EJaroroB M COTPYAHHUKOB
0011e00pa3oBaTeILHON OpraHU3aliy MPOU3BOUTCS HETIOCPEICTBEHHO MOCIE IpreMa B
00111e00pa30BaTENIbHYI0 OPraHU3allUui0 WM TEPeBOJia MEeAaroroB W COTPYAHUKOB M3
Ipyroit o0pa3oBaTeIbHON OpraHU3aIUu.

2.2. B cOOTBETCTBUM C HOPMATUBHBIMU JTOKYMEHTaMU B JIMYHbBIC JieJia IEJaroroB u
COTPYAHUKOB IIKOJIbI, BKJIQJABIBAIOTCS CICAYIONIUE JOKYMEHTHI:

[l nedazozco8:



* 3a4BJICHUE O IPHUEME Ha padoTy;

* 3asBJICHUE O COTJIacHH Ha 00pabOTKy MEPCOHATBHBIX JJAHHBIX TIEJarora;

*CllpaBKa O HaIW4uMU (OTCYTCTBUU) CYAUMOCTH U (W) (akTa YroJIOBHOTO
npecie0BaHus, BbIJAHHOTO COOTBETCTBYIOIIMM OPTraHOM MPABOIOPSIKA;

* apToOUOrpadus;

* KOIUSI TAaCMOpTa WK UHOTO JOKYMEHTA, YI0CTOBEPSIONIETO JINYHOCTD;

* KOIUSI CTPAXOBOI'O CBUJETEIHCTBA IEHCUOHHOTO CTPAXOBAHMUSI;

* KOIUSI UACHTU(UKAITMOHHOT'O HOMEPA HAJIOTOTIATEIbIUKA;

* KOIUSI IOKyMEHTa BOMHCKOTO y4deTa (/1711 BOCHHOOOS3aHHBIX);

* KOIUSI CBUJIETEIbCTBA O 3aKJIFOUEHUHU Opaka (Ipu HaAJTU4IuH );

* KOIUSI CBUJIETEILCTBA O POXKACHUU JeTel (IPU HAJTUYKHN ),

* KOITUU JIOKYMEHTOB 00 00pa30BaHUH;

* KOIIUA JOKYMEHTOB O KBaJIU(UKAIMKM WU HAIMYKE CIEIUAJIbHBIX 3HAHUKU (TIpu
HaJIMYuN ),

* KOITUM aTTECTAIMOHHBIX JIUCTOB (MIPU HAJIUYUHN);

* KOITUU JIOKYMEHTOB O Harpa)kJaeHuu (Ipy HAJIUYUH);

* XapaKTepUCTUKH, PEKOMEHJaTeIbHbIC MUChbMa (MIPU HAJIUYWH );

* IpUKa3 0 IpUeMe Ha paboTy;

* IpUKa3 O TIEPEBO/IE HA UHYIO JTODKHOCTD (TIPU HAJTMYHH);

* IOJHKHOCTHAST MHCTPYKIMS (AOHKHOCTHBIE MHCTPYKIIMUM C MOMEHTAa Ha3HA4YCHMs
Ha BCE JOJHKHOCTH);

* TPYZAOBOM  JOTOBOP (C  MOCJIEAYIOIMM  BKJIIOYEHHUEM  JOTOTHUTEIBHBIX
COTJIAIICHHUH K TPYZAOBOMY JOTOBOPY);

* TPYZAOBYIO KHUXKKY;

* MEJUIIMHCKYIO KHIDKKY.

s pabomnuxos:

* 3aBJICHHE O TIpHiEME Ha padoTy;

* 3aBJICHHE O COTJIACUU Ha 00pabOTKy MEPCOHATBHBIX JAHHBIX MEarora;

*CIpaBKa O HamU4YUU (OTCYTCTBHHM) CYAMMOCTH W (wiu) ¢akTra yroJaoBHOTO
MpeciIe0BaHus, BbIJAHHOTO COOTBETCTBYIOIIMM OPraHOM MPABOIMOPSIKA;

* apToOMOTpadus;

* KOIUSI TacnopTa WK UHOTO TOKYMEHTA, YJIOCTOBEPSAIOIIErO TUYHOCTS;

* KOIUSI CTPAXOBOTI'O CBUAETEIHCTBA IEHCUOHHOIO CTPaXOBaHMS;

* KOsl UACHTU(PUKAITMOHHOTO HOMEPA HAJIOTOIIJIATEIbIITNKA;

* KOIUSI IOKYMEHTa BOMHCKOTO y4eTa (/1711 BOCHHOOOS3aHHBIX);

* KOIUSI CBUJIETENBCTBA O 3aKIII0UEHUHU Opaka (Mpu HaJTU4Yuu);

* KOIUSI CBUJIETEIBCTBA O POXKACHUU JeTel (IpU HAIMYUH ),

* KOIIUU JIOKYMEHTOB 00 00pa30BaHUH;

* KOIUU IOKYMEHTOB O Harpa)KJeHuu (Ipy HAJIUYUN);
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* XapaKTEepPUCTUKH, PEKOMEHIaTeNIbHbIC MUChbMa (TTPU HATUYHH );

* IpUKa3 0 MpHeMe Ha padoTy;

* IpHUKa3 O IEPEBOJIC HA UHYIO JOLKHOCTD (IPU HAJIMYUH);

* TOJDKHOCTHAST MHCTPYKIMS (TOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAUYCHUS
Ha BCE JIOJHKHOCTH);

* TPYJIOBOM  JIOTOBOp (C  MOCHEAYIOIMM  BKJIKOYEHUEM  JIOTOJHUTEIbHBIX
COTJIALIIEHUM K TPYJIOBOMY JIOTOBOPY);

* TPYJIOBYIO KHUKKY;

* MEJIUIIMHCKYIO KHUKKY.

Pabomooamenv ogpopmnsem:

* TPYJIOBOM JJOTOBOP B JIBYX DK3EMILISPaXx;

* IpUKa3 0 MpueMe Ha padboTy (0 MepeMeIIeHUU Ha IPYTUe TOIKHOCTH);

* TM4HYIO0 KapTouky Ne T-2;

* TOJDKHOCTHYIO HHCTPYKITHIO B JBYX DK3EMILIspax.

Pabomooamens snaxomum:

* C HOPMATUBHO-TIPABOBBIMH JOKyMEHTaMH WIKOJIbl (YcTraBoMm, KOJIEKTHUBHBIM
norosopowm, IIpaBunaMu TpynoBOro pacnopsiika U Jip. JIOKJIbHbIMU aKTaMH );

* C IOJDKHOCTHOW MHCTPYKIIUEH;

* IPOBOJIUT BBOJHBI MHCTPYKTAX, MHCTPYKTAX MO OXpaHE TPyJa, HHCTPYKTaX IO
IPOTUBOMNOKAPHOI 0€30MaCHOCTH.

2.4. [lepBuunoe odopMIIeHHE JTUYHOTO Jieja MpelycMaTpruBaeT:

* IPUCBOCHUE JIMYHOMY JIeJly HOMEpPA COTJACHO >KYpHAIy ydeTa JIMYHBIX Jell
(npunoxenue Ne 1);

* IPOCTaBJICHUE Ha OOJOXKKE JWYHOro nena (mpuiokenue Ne 2) criemyromumx
PEKBU3HTOB:  HMHAEKC JAena (B COOTBETCTBUM C  HOMEHKIATypoll  Jen
o01eo0pa3oBaTeIbHOM OpraHW3alliK; IMOJHOE HAaWMEHOBaHHE OO0IIe00pa3oBaTeIbHON
OpraHu3aliyd; HOMEp JUYHOro Jena; (amMuwins WM OTYECTBO paOOTHHKA B
MMEHUTEJILHOM TaJeXe; JaTbl — TOJl Hayalla M TOJ OKOHYaHUS BEICHUS JIelNa;
KOJIMYECTBO JIUCTOB; CPOK XPaHEHHS;

* IOMELIEHUE JIOKYMEHTOB, MOJJIEKAIIUX XPAHCHHIO B COCTaBE JIMYHBIX €I, B
XPOHOJIOTUYECKOM MOPSJIKE:

BHYTPEHHSSI ONKCh JOKYMEHTOB Jiena (mpuioxxenue Ne 3);
JUYHBIA JTUCTOK MO YYETY KaJapoB (mpuioxeHust Ne 6);
3asABJICHHUE O ITpUEMe Ha paboTy;

MpUKa3 0 IpreMe Ha padoTy;

YV VYV VYV

TPYZ0OBOM JOTOBODP;

> JIOTOBOP O MOJHON MaTepuaibHOW OTBETCTBEHHOCTH (€ciau pabOTHUK —
MaTepuagbHO OTBETCTBEHHOE JIUIIO);

> XapaKTEPUCTUKHU U PEKOMEH IaTeNIbHbIE MIUChMA;

4



> corjlacue Ha o0pabOTKy MEPCOHAIBHBIX JAHHBIX.

2.5. JIucThl AOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE JIEJI0, MOJIEKAT HyMEPALIMH.

2.6. C uenbto obecrieueHus1 HaAJIeXKallel COXpaHHOCTH JIMYHOTO Jieja MeJaroroB u
COTPYIHUKOB 001I€00pa30BaTENbHON OpraHu3alud U yJ0o0CTBa B OOpalleHUH C HUM
npu GOpMHUPOBAHUU JOKYMEHTHI MMOMELIAIOTCA B OTAENbHYIO nanky. [Ipu yBoiapHEeHUN
pabOTHHKA MPOIIUBAIOTCA HUTKAMH U CIAIOTCS B ApXUB.

2.7. BHyTpeHHSsI ONUCh JTOKYMEHTOB, UMEIOLIUXCS B JIMYHOM Jielie, JOJKHA
colepKaTh CBEJIEHUSA O TMOPSAKOBBIX HOMEpax, HAaUMEHOBAHUSX JIOKYMEHTOB J€fa,
KOJIMYECTBE JINCTOB, J1aTax BKIIIOUEHUS JOKYMEHTOB B JIUYHOE JIEJIO U U3BATHUS U3 Jea,
a TaKXe K€M U3bT TOKYMEHT U 10 KaKOW MpUYHHE.

2.8. BHyTpeHHS1 ONMCh COCTaBIIIETCS Ha OTACIBHOM JIMCTE IO YCTAHOBJIEHHOM
¢dopme. JIUCTBI BHYTpEHHEHN OMUCH HYMEPYIOTCS OTJEIBHO.

2.9. Ilpu moAroTOBKE JIMYHBIX JeJ K Mepenaye Ha XpaHeHHe K BHYTPEHHEH onucu
COCTaBIIIETCSI WUTOTOBasl 3aluCh, B KOTOPOM YyKa3bIBaeTcsl HUPPAMH MU MPOMHUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JHUCTOB JIeTa.

3. Ilopsinok BegeHUS JUYHBIX JeJI NearoroB U COTPyIHUKOB

3.1. JIugHOE A€o MenaroroB U COTPYAHUKOB 00111e00pa30BaTeIbHON OpraHu3aIiuu
BeJIeTCS B TEYCHUE BCEro Iepuoja pabdoThl KaXKIOro Iegarora W COTPyJAHHKA B
00111e00pa30BaTeIbHON OpraHU3aINY.

3.2. JlanmpHe#liee BEAEHHME JIMYHOTO JieJla TMEAaroroB M  COTPYJHUKOB
o01eo0pa3oBaTeIbHOM ~ OpraHU3alluy  MpeaycMaTpyuBacT IOMEIIEHHe B JENO0
JIOKYMEHTOB, O0Opa3yloIIMXCcs B IMpolecce padouei ACATETbHOCTH M HMEIOIIUX
3HAYEHHUE JJIsI TPY/IOBBIX OTHOILICHU:

* TOMOJTHEHUE K TMYHOMY JIUCTKY T10 YYETY KaJpOB;

* JIOTIOJTHUTEIbHBIE COTJIAIICHHS K TPYIOBOMY JOTOBOPY;

* KOIIUM [PUKA30B [0 JIMYHOMY COCTaBy, KOTOpBIE KacarOTCsi IE€JaroroB u
COTPYIHHUKOB 0011e00pa30BaTeIbHON OpraHN3allny;

* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIEAArore M COTpyAHHUKE 0O0Iieo0pa3oBaTeIbHOM
OpraHu3aluy;

* KONTUU JJOKYMEHTOB O TIOBBIIIIEHUY KBATH()UKAIIHH;

* KONTUU CepTU(PUKATOB, TPAMOT;

* JIUCT — 3aBEPUTENb JieNia (COCTABISAIOT IPU CAave JIMYHOTO JIeJia B ApXUB);

* UHBIE JOKYMEHTHI.

3.3. B nensax obecneueHusi KOHTPOJIS 32 COXPAHHOCTBIO U aKTYaJIbHOCTBIO JTUYHBIX
nen B o01ieo0pa3oBaTebHOM OpraHu3aiuu exeronno (He mo3aHee I kBaprana rona,
CJIEAYIOIIETO 32 OTYETHBIM) IPOU3BOIUTCS TPOBEPKA UX HATTUYUS U COCTOSTHUS.

3.4. ExeroiHyr OpOBEPKY COCTOSHUSA JIMYHBIX JI€JI HAa MPEAMET COXPAHHOCTH
BKJIIOYEHHBIX B HEr0 JOKYMEHTOB MPOBOJUT CIEIHUATbHO co3/aHHas komuccus. O
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NPOBEJCHHBIX MPOBEPKAxX JelIaeTcs OTMETKa B JIUCTE O pe3yabTaTax eKeroIHOM
MPOBEPKU COCTOSIHUS M HATWYMs JTUYHOTO Jena (mpuioxkeHue No 5) u cocTaBisieTcs
akT. Pe3ynapTaThl MpPOBEpKH JUYHBIX A€ B OO0S3aTEIBHOM TMOPSJIKE TOBOISTCS [0
IUpeKTopa o01e00pa3oBaTeIbHON OPraHU3allu.

4. Iopsiiok y4yéTa U XpaHeHHs JUYHBIX JIeJI 1eIaroroB U COTPYITHUKOB

4.1. XpaHeHue W y4yeT JIMYHBIX JIEJ TeIaroroB U COTPYIHUKOB, OPTaHU3YIOTCS C
LEeIpl0  ObICTpOro u  0e30mMO0YHOrO TMOWCKA JIMYHBIX JIeJI, OOeCHedYeHUsT uX
COXpaHHOCTH, a TaKkke oOecredeHnsi KOHQUISHIIMATLHOCTH CBEJCHHA, CONEePIKAITUXCSI
B JIOKYMEHTaX JIMYHBIX JIe], OT HECAHKIMOHUPOBAHHOTO JIOCTYTIA.

4.2. JluuHple neia COTPYAHUKOB XpaHATCS B cedde o0OmeoOpa3oBaTebHOM
OpTaHU3aIIHH.

4.3. TpynoBbie U MEIUIIMHCKHAE KHIDKKH XPAHATCS OTIEIBHO B celide.

4.4. loctyn K JTUYHBIM JieJlaM TE€JaroroB U COTPYIHUKOB 00111€00pa3oBaTeIbHON
OpraHM3allid HWMEIOT TOJIBKO CeKpeTapb, CICNUAINCT IO KajpaM, JTUPEKTOp
0011e00pa3oBaTeNbHON OpraHu3aluu Ju00 3aMECTUTENN IUPEKTOpa MPU MCIOJTHEHUU
00s13aHHOCTEN TUpeKTOpa 00111e00pa30BaTEIbHON OpraHU3alnu.

4.5. Cucremaruzauus  JMYHBIX  Je€Jl  MENaroroB M COTPYJIHUKOB
o011e00pa3oBaTebHON OpraHU3alMy IPOU3BOUTCS B aJI(paBUTHOM HOPSIKE.

4.6. JluuHble Jena MENaroroB M COTPYAHHMKOB  0O0IIe00pa3oBaTeIbHON
OpraHM3allu{, HMEIOIIUX TOCYJapCTBEHHbIC 3BaHMs, IPEMUH, HArpajbl, Yy4eHbIE
CTENEHU U 3BaHUS, XPAHIATCS MOCTOSIHHO, @ OCTAJIbHBIX COTPYIHUKOB — 75 JIET ¢ roja
YBOJIbHEHHsI PaOOTHHKA (B COOTBETCTBUU C [lepeuHeM THUIOBBIX YIIPAaBIEHUYECKUX
JIOKYMEHTOB).

5. Ilopsinok BbIAA4YM JIMYHBIX /IeJ1 BO BpeMEHHOE M0JI1b30BaHUe

5.1. Beinaua nuuHbIX Aen (OTAETbHBIX JOKYMEHTOB B COCTaBE€ JIMYHOTO JI€Nia) BO
BPEMEHHOE MOJIb30BAHUE MIPOU3BOAUTCS C pa3pelieHus IUpeKTopa
0011e00pa3oBaTeILHON OPraHU3aIMHU 10 3aBICHUIO COTPYIHUKA.

5.2. Pabora (03HaKOMJICHHWE) C JIMYHBIMU JEJIaMH TEaroroB M COTPYIHUKOB
0011e00pa3oBaTeTLHON OpraHU3aIly MTPOU3BOAUTCS B IPUEMHON JUpEeKTOopa. B KoHIie
paboyero JHSI CEKpeTapb WM CIEHHATUCT MO KajapaMm o0si3aHa yOeAUThCS B TOM, YTO
BCE JIMYHBIE JI€7Ia, BBIJAHHBIE BO BPEMEHHOE IOJb30BaHUE, BO3BPALEHBI HAa MECTO
XpaHEHUsI U €CTh JM HEOOXOAMMOCThH ISl MPUHATHS MEp K HMX BO3BPAIICHUIO WIIH
PO3BICKY.

5.3. @akKT BbIJIaYX JUYHOTO JAesia GUKCUPYETCS B KOHTPOJIBHOM KypHAJe.

5.4. W3paTue OTOENBbHBIX [TOKYMEHTOB W3 JIMYHOTO J€jla MPOU3BOJIUTCS C
pasperieHuss IupeKkTopa o0meoOpa3oBaTeIbHON OpraHu3alu ¢ O0(QOpMIICHHUEM
cooTBeTcTBYIOmIe 3amucu B rpade «Ilpumeuanue» BHyTpeHHer onucu. Ilpu
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BPpCMCHHOM HM3BATHHM JOKYMCHTA Ha €ro McCECTo (MG)KI[y JUCTaMmu COCCOHHUX
I[OKYMCHTOB) BKJIQABIBACTCA CIIPABKaA-3aMCCTHUTCJIb C YKA3aHHUEM JaTbl W IPHYHUH
HU3BATHA C NOAINMMCBHIO JIMI[A, BBIJAABIICTIO JOKYMCHT, W IIOAINMCHIO JIMIA, ITOJYYHBOICTO
€TI0 BO BPCMCHHOC I10JIb30BAHUC.

6. OdopmiieHHe THMYHBIX JeJI IIepe] caaueil B apXuB

6.1. Odopmnenue NUYHBIX Jel Uil Mepeladyd B apXUB IPOU3BOAMUTCS
CHEUATNCTOM MO KaapaMm oOmeo0pa3oBaTebHON OpraHu3aluu. JTa MOpoueaypa
BKJIIOYAET:

* OAIMIMBKY (TIEpEIIeT) Aea;

* YTOUHEHUE HyMepalluu JUCTOB JIefa;

* COCTaBIICHUE JIUCTa-3aBepuTens (nmpusoxenue Ne 8);

* cocTaBlieHUE (YyTOYHEHUE) BHYTPEHHEN OMHUCH;

* BHECEHUE YTOYHEHUHN B PEKBU3UTHI JIMLIEBOM OOJIOKKH Jena.

6.2. Jlucr-3aBepurenpb Jnena JOJDKEH MOANUCATh €ro COCTABUTENb, IMPU STOM
nenaercss pacmud@poBka JODKHOCTH W TMOAMMCH, TpocTaBisieTcss nara. B mpomecce
UCIIOJIb30BaHMUSI ~ apXUBHBIX  JOKYMEHTOB B  JIUCTE-3aBEpHUTENIe  JENaloTCs
COOTBETCTBYIOIIME OTMETKH. Ecnm pgeno moamuro 0Oe3 JMCTa-3aBEpUTENs, TO €ro
clIelyeT HaKJIeUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH Jena.

6.3. C uenbto obecreueHrs COXpaHHOCTH JIMYHBIX J€JI PEKOMEHyeTCs :

* O0BEUHATh WHIAUBUIYAIbHBIC JTUYHBIE Ji€Ja YBOJEHHBIX COTPYIHUKOB B OJIHY
00710kKy (0OBEIMHEHHOE JEJI0) C TaKuM pacyeToMm, 4ToObl 00BbeM jena (ToMa) He
npesbiman 250 TucToB (IMIyTeM CHIMBKM MaTE€pPUATIOB MHAMBUIYAJIBHBIX JEN MO TOJaM
YBOJIbHCHUA );

* pacrojaratb Martepuaigbl HWHIAUBUAYAJIbHBIX €7 B Ipenenax aena (Toma) B
andaBuTHOM TOpsnKe (MOGaMUIBHO), OTACISS MaTepuaibl, OTHOCSIIUECS K pPa3HBIM
WHIUBUIYAbHBIM JIeflaM, YHCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HeM (aMUIIuH,
MMEHM M OTYECTBA COOTBETCTBYIOLIETO YBOJEHHOIO Ielarora H COTPYIHHKA
o01reo0pazoBaTenbHON OpraHU3allnu;

e cHaOXaTh KaxkJaoe OO0OBEAUHEHHOE JAeno (TOM) BHYTPEHHEH OIHUCBIO C
nepeyucieHueM (paMuiuid, UMEH U OTYECTB M YKAa3aHHMEM HOMEPOB CTpaHUIl, B
npeesnax KOTOPbIX PacloiloKEeHbl COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. Ilepenaya MUYHBIX AEN B apXHUB OCYLIECTBIIAETCS HE MO3IHEE TPEX JET MOCTE
3aBEpIICHUSI UX B JICJIONPOU3BOJICTBE B COOTBETCTBUU ¢ rpadukom. [IpensapurenbHO
CEeKpeTapeM, CIEIUaJINCTOM IO KaJpaMm MPOBEPSETCA IMOJTHOTA W MPaBUIBHOCTH
MOATOTOBKM JIMYHBIX JIeNl K IMepenaye. BbigBieHHbIE TpPU MPOBEPKE HEAOCTATKU
YCTpaHSIOTCSL CEKpeTapeM, CHenuaiucToM no kaapaMm. llepemaua wu  mpuem
MIPOU3BOJIATCS IO OMUCH C MPOCTAHOBKOM OTMETOK O HAJTUYUU JTUYHBIX JE]I.



6.5. Jluunble JQena TWEJaroroB M COTPYAHUKOB  0011€00pa3oBaTebHOM
OpraHu3alyy, 3aKOHYEHHBIE Aea0onponu3BoAcTBOM 10 | suBaps 2003 roga, xpansarcs 75
net, nocne 1 suBaps 2003 roma — 50 mer. JluuHble nema IHUPEKTOpPA, TIABHOTO
Oyxranrepa 0611eo0pa3oBaTeIbHON OpraHU3alMU UMEIOT MIOCTOSTHHBIN CPOK XpaHEHHUS.

7. OTBETCTBEHHOCTDb

7.1. Ilemaroru W COTPYAHUKH OOIIE00pa30BaTEIbHON OpraHu3aluu 00sI3aHbI
CBOCBPEMEHHO TPECTABIIATh CEKPETApI0 WIHM CICIHAINCTY IO KajapaM CBEICHHUS 00
M3MCHCHHH B MIEPCOHAITBHBIX JJAHHBIX, BKJIIOUYECHHBIX B COCTaB JUYHOTO JIejIa.

7.2. PabotonaTens 00eCIIeYnBaET:

* COXPaHHOCTh JIMYHBIX JIeJ TEJAaroroB M COTPYIHUKOB 0O0IIco0pa3oBaTEILHOM
OpraHu3allnu;

* KOH(UICHITNATBLHOCTh CBEJCHUH, COACPKAIMXCS B JMYHBIX JIeJIaX NEeAaroroB M
COTPY/THHKOB.

8. IlpaBa paboToaaTesisi 1 paGOTHUKA

8.1. lns obOecrmieyeHus 3allUThl MEPCOHAJBHBIX JaHHBIX, KOTOPHIC XpPaHATCS B
JUYHBIX JeJax TIIearoroB M COTPYAHUKOB 0O0Ie00pa3oBaTeIbHON OpraHu3allui,
NeJIarord U COTPYIHUKHU 00111e00pa3oBaTEILHON OpraHu3aIlluid UMEIOT MPaBO:

* IOJIYYUTh MOJHYI0 WH(DOPMAIIMIO O CBOMX NEPCOHAIBHBIX JTAHHBIX U 00paboTKe
ITUX JIAHHBIX;

* IIOJTYYUTh CBOOOIHBIN JOCTYIT K CBOUM IEPCOHATBLHBIM JaHHBIM;

* IOJIYYUTh KOIHUHM JOKYMEHTOB, XpaHSAIIMECs B JIMYHOM JIeJie W COJeprKaliue
NIepCOHABHBIC TAHHBIC.

* TpeOOBaTh  HMCKIIOYCHHUS WM  HCHPABJICHUS HEBEPHBIX M HEMOJHBIX
MePCOHAIBHBIX JTaHHBIX.

8.2. PaGoTomarens MeeT Mpagro:

* 00pabaTpIBaTh  IMEpPCOHAJIBHBIC  JaHHBIE  TIEJAaroroB M COTPYJAHHUKOB
001eo0pa3oBaTeIbHOM OPraHU3aIMH, B TOM YUCJIC U Ha JICKTPOHHBIX HOCUTEIIAX;

* 3aMPOCHUTH OT TENAaroroB W COTPYAHUKOB 0OIIE00pa30BaTENbHON OpraHU3aINu
BCIO HEOOXoauMylo uHOpMaIuio s BEACHUS JUYHBIX Jel W 00paboTKu
MePCOHAIHHBIX TaHHBIX.

9. 3aka0unTeNbHBIE MOJ0KEHUS

9.1. Hacrosimiee IlonoxkeHue o MOpsAKE BEAEHUS JUYHBIX Jed paOOTHUKOB
SIBJISIETCSL JIOKAJIbHBIM HOPMATHBHBIM aKTOM, NMpUHUMaeTcs Ha [legarornueckom coBete
IIKOJIBI M YTBEpIKaeTcs (MO0 BBOAUTCS B ACHCTBUE) TUPEKTOPOM HIKOJIBI.



9.2. Bce wu3MeHeHUs M JONOJHEHMs, BHOCHMblE B Hacrtosuee IlonoxeHue,
opopmisitorce B NUCBMEHHOW  (QopMe B COOTBETCTBUM  JIEWCTBYIOIIUM
3aKOHOJaTesIbcTBOM Poccuiickoit denepanuu.

9.3. IlonoxxeHne o MOPSAAKE BEACHUS JTUYHBIX JieJ paOOTHUKOB 00pa30BaTEIbHOM
OpraHu3aliyd MPUHUMAETCS HAa HEOIpPEAENICHHbIH CpOK. VM3MeHeHus U JONOJHEHUs K
[TonoxeHut0 TPUHUMAIOTCA B MOPAJKE, MPEIyCMOTpEHHOM 1.9.1. Hacrosiero
ITonoxenus.

9.4. Tlocne npunstus IlonoxxeHust (MU U3MEHEHUN U JOMOJIHEHUM OTAEIHHBIX
NYHKTOB M pa3/leJIOB) B HOBOM peNaKIMHU Mpeablaylias pelakius aBTOMAaTHYECKH
yTpaynBaEeT CUITY.



KypHnan yuera TU4HBIX A€

ITpunoxenune Nel

K OJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IECJI pa6OTHI/IKOB

No Hara Oammnust, | Tabems- | JlomkHOCTh | CTPYKTYp- Jara u Jara u [Tpumeua-
n/ oopmure- UM, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSI JMYHOTO | OTYECTBO HOMeEp cus, nozipasie- npuKasza npuKasza
nena nearora u Crenuaib- JIeHUe (pacmops- (pacmops-
COTpYZIHHUKA HOCTB) JKEHUST) O JKEHUST) O
nejarora u npueme npeKparie-
COTpYIHUKA nearora u HHUA
coTpyaHuka | (pacropixe-
Ha paboty HHHN)
TPYOBOI'O
JIOroBOpa
MejaroroM u
COTPYIHHKOM
(yBOnBHE-
HUN)
2 3 4 5 6 7 8 9
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®oHg Ne

Onucb Neo

Wunexc nena

O010KKa JIMYHOTO [ela

ITpunoxenne Ne2
K MOJIOKEHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIeNT PaOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHME 00PA30BATEIBHON OpraHU3aIN)

JlaTa Hayaja

JlaTta OKOHYaHMS

Ha JIMCTax
XpaHUTh Jer
doHa Ne
Onucb No

(3aroJIoBOK j1ema)
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BHYTPEHHAA OITMCH

JIOKYMEHTOB Jiesia Ne

ITpunoxenne Ne3
K TIOJIOXKECHUIO O TTOPSIIKE BEJICHUS
JIMYHBIX JIeNT paOOTHUKOB

Ne NHuneke Hara Hasanue Howmep [Ipumeuanus
n/m JOKYMEHTa JOKyMEHTa JOKYMEHTa JIUCTOB
Jena
Uroro: JTIOKYMEHTOB

KonndecTBo TMCTOB BHYTPEHHEN OMUCH

(undpamu 1 IPONHCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBIi yYerT:

« »

(udpamu U IPOIHCHIO)

202 roma

(moamnuce)
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®.1.0.

ITpunoxenne N4
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNl PaOOTHHKOB

JOIKHOCTB

JIngnoe ngemo Ne

JlaTa O3HAaKOMJICHHIA rI€aarora
" COTpYAHHKA C JIMYHBIM
JCII0M

Tloanuce nemarora u
COTpYJHHUKA

OTMeTKH, MpUMEUYaHUs,
3aMeYaHus
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ITpunoxenne NoS5
K TIOJIOXKEHUIO O TTOPSIIKE BEJICHUS
JIMYHBIX JIeN1 paOOTHHKOB

OTMeTKa 0 pe3yJIbTaTaxX eKeroJHOi NPOBEPKHU COCTOSIHUS
U HAJIMYHS JTUYHOTO J1es1a

®.1.0.

JlOIKHOCTB

JIngnoe nemo Ne

Jlata npoBepku ®.1.0. uneHos [Toanucy wieHoB Pesynprar nposepku
KOMHCCUU KOMUCCUU
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ITpunoxenne Ne6

K OJIOKCHUIO O TOPAAKE BEACHUA
JIMYHBIX IOECJI pa6OTHI/IKOB

JINYHBIN JTUCTOK 0 Y4eTy KA/JpPOB

1. ®amunus

Nms

OT4ecTBO

2. Ilon

3. l'on, yncio u Mecs1l poXACHUS

4. MecTo poxXaeHUS

5. I'paxnancTBO

(ceno, nepeBHs, ropos, paiioH, 00J1acTb)

6. Ob6pazoBanue

HaszBanue ®DaKynbTeT
y4eOHOTO WIH

3aBe/ICHUs U €ro OT/ICJICHHE

MECTOHAXO0XKJCHHE

TI'on

TI'on

IMOCTYIIJICHUA OKOHYaHHUA

HJIN yXOJa

Ecnu ue
OKOHYUJI, TO
€ KaKoro

Kypca yien

Kakyro
CHEIUAITBHOCTh
MOJIy4ni B
pe3ynbTaTe
OKOHYaHUS
y4eOHOTO
3aBe/IeHus,
yKka3zatb No
JTUILIOMA WA
YIOCTOBEPEHUS

7. Kaknmn HHOCTPAHHBIMHU A3bIKAMH BJIAACCTC

(‘II/ITS.CTG 1 IEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE 06'b}ICH$ITI)Cﬂ, BJIaICCTC CBO60,[[H0)

8. Yuenas CTCIICHb, YYCHOC 3BAHUC

9. Kakue nmeere HayyHble TPyl U H300pETECHUS
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10. BrimonHsiemast pabota ¢ Hayana TPYAOBOH NEATENBbHOCTH (BKJItOYast yueOy B BBICHIMX M CPEIHHX
CTEIUANBHBIX YUYEOHBIX 3aBE/ICHUIX, BOCHHYIO CITYy>K0y U paboTy MO0 COBMECTHTEIHCTBY)

Mecsi u rog JIOMKHOCTB € yKa3aHUEM YUPEKICHUS, MectoHaxox1IeHUE
MIOCTYILICHUS yxoja OpraHu3aluy, IPEANPUATHS, a TAKXKe YUpEXKICHUS,
MUHUCTEPCTBA (BEAOMCTBA) OpraHu3anuu,
IpEIPUSITUS

11. [IpeOriBanue 3a rpanuIieit (padboTa, ciryxedHass KOMaHIMPOBKA, TTOE3/IKA C JIEJIeTaINeH )

Mecsn u rog B xaxoii ctpane Llens mpeObIBanMs 3a
C KaKoro 10 KaKoe IpaHULEN
BPEMEHU BpeMsl

12. YuacTtue B BBIOOPHBIX OpraHax

MecTto BbIOOpHOTO HazBanwue Boi6opHOTO | B KadectBe koro l'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITUS

13. Kakue nMmeere npaBUTENbCTBEHHBIE HATPAIbI

Korna u kem HarpaxaeH

14. OTHOLIEHHE K BOMHCKUM 00s3aHHOCTSM U BOMHCKOE 3BaHHE

CocraB Pon Bovick
(KOMaHHBIH, TTOJUTUYECKHUI, aIMUHUCTPATUBHBIH, TEXHUYECKUI U T. 11.)

15. CemeliHoe MOJIOKEHHE B MOMEHT 3allOJIHEHHUS JIMYHOTO JIMCTKA

(4NeHBI CEMBH, C YKa3aHUEM BO3pacTa)

16. lomaminuii agpec

17. Obs3yt0ch CBOEBPEMEHHO H3BEIIaTh 000 BCEX HM3MEHEHHSX MAHHBIX, BKIIOYCHHBIX B JIMYHBIH
JIMCTOK IO YYETy KaJpoB.

« » 202  ronma
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ITpunoxenne Ne7
K TIOJIOXKEHUIO O TOPSIJIKE BECHUS
JIMYHBIX JIeNl paOOTHUKOB

AHKETA

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€CIM M3MEHSUIM, TO YKaXHUTe,
KOI'/Ia ¥ IO KaKOM MPUYKHE)

2. OOpa3zoBanue, yuyeHasi CTENeHb (Korga |
Kakue ydeOHbIE 3aBEJICHUSI OKOHUYMIIM, HOMEpa
qurioMoB). CrnienuanbHOCTh M KBaTU(UKAITUS
0 JAUTUIOMY

3. Kakumn HHOCTpPaHHBIMU A3BIKAMU U SA3bIKaMU
HapoJ0B Poccuiickoit denepanuu BIIaIeeTe U B
Kakol  cremeHu  (UMTaeTe M MOXKETe
O0OBSCHATHCS, BIaZeeTe CBOOOIHO)

4. BemonHsieMas paboTa ¢ Havyajia TPYAOBOU AEATENHHOCTH (BKIIFOUasi BOCHHYIO CIIYKOY B paboTy 1Mo
COBMECTUTEIILCTBY)

Mecsan u rog JIOKHOCTB € yKa3aHUEM YUPEKICHUS, MecToHaX0KIECHHUE
MOCTYTIICHUS yxoJa OpraHu3aluy, TPeANPUITHS, a TAKKE YUpeXKACHHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
MPEANPUSITHS

5. Bamm 6nm3kue poJACTBEHHUKH (JKE€HA, MYXK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damunans, UM, I'on Mecto paboThl, Anpec mecta
pOACTBa OTYECTBO POXKIACHUS JIOHKHOCTH JKUTEIIbCTBA

6. Jlomamrauit agpec u Homep TenedoHa

7. ITacmiopT WM JOKYMEHT, €r0 3aMEHSIOIIUN

(HOMeEp, cepHsi, KEM U KOT/a BbIIaH)
8. Z[OHOJ'IHI/ITCJ'ILHI)IC CBCACHUSA, KOTOPBIC BrI xenaere COO6H.II/ITB 0 cebe

10. Ha xakoil ypoBeHb 3apiuiatel Bel paccuntsiBaete?

« » 202  ronma

(OIDKHOCTH OTBETCTBEHHOT'O 32 Ka/[POBEIIl ydeT) (monmmcy) (pacmmdpoBKa MOAIHCH)
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JIMCT-3ABEPUTEJIb

mejia Ne

B nene npomuto u npoHyMeEPOBaHO

ITpunoxenne Ne8
K TIOJIOXKECHUIO O TOPSIIKE BECHUS
JIMYHBIX JIeNT paOOTHUKOB

JIUCTOB

(uudpamu U IPOIMUCHIO)

¢ Ne mo Ne , B TOM YHCIIC:

JTUTEpHBIE HOMEpa JIMCTOB
MPOMYIIEHHBIE HOMEpa JIMCTOB
+ JINCTOB BHYTPEHHEW OMUCHU JINCTOB

OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U
dhopmupoBaHus Aena

Howmepa nuctoB

OTBETCTBEHHEIH 3a
KaJIpOBBIN y4eT

(moxmnucek)

« » 202  ronma
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(pacumppoBKa MOAMKUCH)
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